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Role Profile


Accounts Payable Specialist




Role Purpose 
Contribute towards the day-to-day Accounts Payable function of the charity, adhering to policies, following processes and maintaining controls, to assist in the delivery of a high performing service. This is a varied role involving Accounts Payable, business expense reimbursement, corporate card and petty cash processes of the Charity. The Accounts Payable Specialist plays a crucial role in maintaining and contributing towards financial processes in these areas, ensuring payments are made as per our contractual obligations and supporting our operational colleagues with a quality service.


Key Accountabilities   

Finance
· [bookmark: _Hlk160543668]Contributing towards the smooth running of payment processes.
· Contributing towards the performance of the Accounts Payable Team through the achievement of targets as defined in a suite of KPIs and SLAs. 
· To complete reconciliations to ensure the activity on the balance sheet is accounted for, to deliver assurance to the charity for the accurate production of internal accounts and external statutory reporting.  
· Contributing towards regular reporting for internal stakeholders, through the conducting of financial analysis to identify trends, risks and opportunities.

External Relations
· Maintain strong relationships with the charity’s card provision partners, to optimise services and support.
· Maintain strong relationships with our suppliers, ensuring queries are handled effectively and efficiently, and payments are made within terms.

Transformation
· To support in continuous improvement by assisting in the review of existing processes, and with the implementation of agreed and defined process improvements to improve effectiveness, efficiency, and value for money across the team. 

People
· Assist in the coaching and developing of more junior team members in order to increase team capability and talent, leading to a higher performing team.
· Support with overall team workload as and when risks are identified and priorities change.

Service Delivery & Quality 
· Assist in the implementation of activity tailored towards the achievement of customer-focussed, effective, accurate, and efficient practices, which meets organisational requirements and as well as the needs of our operational colleagues and the people we support.  

            People
· Lead, develop and motivate direct reports to attract, retain and develop the capacity, capability and talent to create a high performing team and achieve local objectives.
· Set expectations and manage, monitor, coach and develop direct reports to ensure that they maximise their performance, meet the required standards, and continuously develop their capabilities and experience
People
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Qualifications, Experience, and Knowledge

· GCSE Maths and English - Grade C / Levels 4 and 5 or equivalent
· AAT qualification (desirable)
· Significant Accounts Payable experience 
· General ledger experience including double entry 
· Reconciliation experience 
Competencies, Skills, and Abilities
· Confident communicator 
· Good literacy and numeracy skills
· Able to build relationships both internally and externally
· Strong problem-solving capabilities
· Intermediate Microsoft Excel skills
· Strong attention to detail
· Ability to prioritise and meet deadlines
Job Description – Key day to day tasks (representative, not exhaustive)
· Assisting with the processing of purchase invoices and the three-way match to the purchase order and goods receipt, ensuring correct general ledger coding 
· The uploading of large, consolidated invoices
· Communicating with suppliers and internal colleagues regarding any payment queries and escalating any overdue none approved items
· Completing monthly supplier statement reconciliations 
· [bookmark: _Hlk160544318]Investigating and resolving historic creditor transactions
· Preparing and processing supplier payment runs and assisting in the smooth running of any manual payments required
· Verifying new suppliers and amendments to supplier details, ensuring that appropriate approval is obtained
· Balance sheet reconciliations and resolving and escalating any reconciling items
· Credit card administration including applications and uplifts
· Posting of credit card transactions to the accounting system (Agresso)
· Escalating any credit card transactions that have not been submitted by the internal deadline
· Posting of adhoc journals to the Agresso accounting system
· Assisting with reporting relating to Accounts Payable processes
· Assisting in training operational colleagues in Accounts Payable, petty cash and credit cards processes
· Supporting more junior colleagues in their duties, where required 
· Deputising for the Accounts Payable & Treasury Manager in their absence
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